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PERSON SPECIFICATION

	JOB TITLE:
	Dispenser

	RECRUITING MANAGER:
	Operations Manager

	DATE:
	February 2026


	QUALIFICATIONS
	Essential
	Desirable
	MET

	· NVQ 2 in Dispensing or equivalent
	
	(
	

	· Good standard of education to GCSE standard or equivalent
	(
	
	

	· Familiar with Microsoft Office applications
	(
	
	


	EXPERIENCE
	Essential
	Desirable
	MET

	· Practical experience of working with others
	(
	
	

	· Experience of working within a Dispensary Environment
	
	(
	

	· Practical experience of liaising with other health care professionals
	
	(
	

	· Experience of using own initiative
	(
	
	

	· Experience of customer service
	(
	
	

	· Practical experience of SystmOne computerised system
	
	(
	


	SKILLS
	Essential
	Desirable
	MET

	· Excellent communication skills (Written and Oral)
	(
	
	

	· Strong IT skills
	(
	
	

	· High level of organisational skills and effective time management
	(
	
	

	· Ability to work accurately in a fast-paced environment
	(
	
	

	· Ability to effectively  manage stock, including ordering, rotation, disposal etc.
	
	(
	

	· Capable of managing payments (cash, card payments, invoices etc)
	
	
	

	· Ability to work within an environment where confidentiality is paramount
	(
	
	

	· Committed to patient care and able to empathise with a wide variety of patients
	(
	
	

	· Ability to work without direct supervision and determine own workload priorities
	(
	
	

	· The ability to follow procedures and work to deadlines
	(
	
	

	· Problem solving skills
	(
	
	

	· Interpersonal skills
	(
	
	

	· Willingness to develop and learn new skills
	(
	
	


	QUALITIES/ATTRIBUTES
	Essential
	Desirable
	MET

	· Initiative
	(
	
	

	· Planning and organising
	(
	
	

	· Performing under pressure whilst remaining calm
	(
	
	

	· Adaptability
	(
	
	

	· Team working
	(
	
	

	· Self-motivated
	(
	
	

	· Flexibility
	(
	
	

	· Reliable and good time-keeper
	(
	
	


	KNOWLEDGE
	Essential
	Desirable
	MET

	· A detailed understanding of a General Practice office environment
	(
	
	

	· An understanding of the practice clinical system
	
	(
	


	OTHER REQUIREMENTS
	Essential
	Desirable
	MET

	· Flexibility to work outside of core hours if required
	(
	
	

	· Disclosure Barring Service Check
	(
	
	


	SUMMARY:
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